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INTR4)DVCTiON " 

■ ■ ■■ ■ I ^ ' ^ . \f ' ■ ; . 

■ . . ^ . * ^ ■ ' ' '/ ■■ 

The ISSOE system for repoftlng student progress Is designed to 
prpvide Interim and ehd^of program information regarding student progress 
.ill competency-based occupational programs. The reporting forms will 
provide a grap^c display, of the process for students p teachers, parenjs, 
guidance counselors^ employers and administrators./ Interim reports 
during the y eat will allow teacheri to review the student's progress 
toward , his or her occupational gp#l, ^o^ that necessary adjustments can 
be made to facilitate the process* In" order to produce these informational 
forms s it is necessary to gather^ data on Individual student performance 
periodically* . I 



This handbook shows this options available for reporting student 
progress in occupational education programs, so that local educational 
agencies can select thw option that will best fit- thelr-tmeds. The 
Optional data^collection forips availatile arei 

Annotatifd Individual Education Plans for each studerit 
2. Class P^gress ■ fchart \ ' _ 

This is one of a series of booklets developed to define and explain 
components of the system f^r the "Management of Student Progress" in the 
TSSOE systtmi This User's QuiMk for ifSOE teachers will explain d&tm 
collection opmons, schedules * processing and correction procedures* 
Also, a section is included explaining what to do, should problems develop 
in reporting student progress- ^ 
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DATA CVLLECTION OPTIONS 

\ ■ . ^ ^ ^ , . ' / ■ \ i V 

This section explains optiS:is us'ing data*-collection' forms t® 
report studentj^accQffipWihments. The loqali administration should select 
the option mo/t appropriate for satisfying its owa needs, "'^ i 

Annotated Individual Education Plan (lEP) / • 

The first alternative for 'periodic reporting of ihdivi'dual dtudent 
progress Is to use a copy of t^ student 's;^ Individual Education Plan* ^ 
The lEP contains the.ISSOE competen|/ies which an Individual student , has 
targeted for' completion t Any of the three styles of thf lEP j^an be 



annotated arid used to report data cbncerriing student ^ogrew; Pho^o- 
reduced copies of the, lEP options are sho\m on pages 6, 7 arid 8. for j 
a detailed description of how to develop an lEP, see the ISSOE User's 
^Gulde "Planning Student Programs*'- . > 

To' use the lEP for reporting stp^ent progress, the teacher indicates 
the accomplishment for each competendy on the student lEP* Within this 
method th^e are two pptions: , * ^ ^ ^ \> ^ 

1. For districts that have chosen to use a proficiency rating v v 
scale, the. teacher Indicates in the appropriate cdlymns the, , 
date the comDet encv was completiedi and the^rof iciency level 
attained* The lEF is then sent , to the ^ata collection office ^ 

J at reporting times determined by your distrlct-^The ppr'^'^r-' 
marice guides on the following page qould be used to^ i t [ 

, student progidss. 

^ . should be noted that this method of evaluation is not 

reciDnmended because using proficiency indicators changes the 
nature of the repprtlng process- Indicating that a student 
has achieved outstanding "performance requires a valine Judgment. , 
by the teacher; it is not an objective assessment. The preferre 
1 choice of reporting Is'ln terms of instructidnal gains* 



Proficiency Indicator 

1. 



3. 

r 



■ ,' ■ >■ 

Description ' 

Requlreg Supervision * , ' 
Per forma taekj requires coniid- 
erable supervislQn/aieisCance. 
Meets minlraum job atandards. 

Adequate Performa^e * i 
Perforas task iatlsf actori^y^ *but 
requires periodic _ supervision/ 
assistance* ^ ' ^ 



Skilled Perfgrmance * * 
ferfor^s task without supervision/ 
assistance with proficiency in speed/ 
quality* , ' 

Outstanding Performance . ^ 
Performa task without supervision/ 
aselstance, can lead others in per- 
forming task,- Has initiative anH 
adaptability to special prdWems. - 




2. For districts th|t h^ve chosen not to use a prdjlciency 

, rating scale, "tfte teacher "indicates the date tfte compett— ^ 
was^complet^nd again sends tha copy to thtf data collect^n 
ficB at reporting times' selected by your district. 

This option Is far better, becausn coinpetencv based Instruct 
tion sets predetermine^ completion requirements .| That is,^ each 
ISSOE catalog descrlbek the final cAiditions which the studen^ r 
must Wet in order to be competent In a particular task. Re- : 
potting ^udent progress in terms of level of instruction 
reached, rather than proficiency, Is mo*e conducive to competency 
based instruction. The following Instructional levels may^be 
used for reporting student, progress the lEP. ,^ 
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Inatructlonal Indicator Degcrlptlofl * - ^ y . 

NI . , ■ Not InBtryGted . • l 

This indicator la used to explain 
that the itudent sl^tti^^^^ be 
* ^ held afecoimtable f/r this task, ' ^ * 

At the time that •^^^^^indica- ' ^. 
: ; ^ teli on the IIP, the et^ent hps ^ 

' ' ^ received no instruction related 

f directly to this task%V When "Nl" 

" ^ * \ -/ Is fflarked, the colijim ''Date 

Competed" Should be left blank* ^ 



I 



NG Not Completed 



T^ls Indicator is Wed to show that 
the student should^ not be hal4 fully ^ 
. . ^ ' accountable for .this task- At the * 

: . ' ' . time that "NC" Is indicated on the 
. ; . IIP J the student has received some 

'/^ ^ H Instruction TelaMd t© the ^task but , j 

J has not received all the instructibn v 

necessary to Insure thorou|h know- ^ 
/ ' ■ ^ ledge and prof iciencr of the taftkfs / 

* . requirements/ When ^C" is m^ed, f " 

/ the coltiiim "Date ^mpleted'V^^uJd; 
. _ V be left blank. The teacher should ^ 

( ^ make note^ however, of the date the 

■ ' competency was assigned and;' deterfliine . 

if the student appears td have trouble 
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completing the competency in a reason-, 
able time. ' ' ^ ' ■ ^ 

Completed . . 
Tjils indlcator is used to show, that 
the student should be tteld fully/ 
accountable for the requirements of 
this task. The ^student shoal<J have . 
completed the task* s requirements as . 
specified in the. ISSOF. catalog and be 
prof iclent "^t^, the levei(s) described 
by the Criterion Referenced Meas 

When the proficiency level is marked 
with a "C," the/ teacher should indi- 
cate In "the colunm labeled "Date 
Completed", when the student finished 
the task. » 
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QlOlii*^ ^ Adj. cusE. cemplaintf ^ ^ 
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OP Flfll STSIL 
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OlOlQl 


Cue wiEh Sa^kSfW 

Cui ame^wheel Guettr 


oloioi ' . 


Oue vleh >*whtml euCtar 


010104 


Thread/aen^adjujc* 01« 


010105 i 


Thriad/Adjt^E* Die 
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010107 
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010108 
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Join ee^plasiie pipe 
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UNIT^ JOINING 
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010204 
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Band hard/ heat mechgd 


010206 Y . 


Join hard/coppar couplinf 
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. 010211 


Join copper to aceei pipe 
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Join copper co caac Iron 
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For teachers or districts that al^^*defire work, habit Indl^ 

cators displayed on the student's Record of Achifvemen^ /Occupational 

Prepatatdon Profilei the teachers should complete Che '^Employee 

Characteristics" sheet. This sheet is available from the Cbmell 

Institute for Occupational Education or your ISSOE Reglonal^ Coordinator 

and comes In pads of 50 copies* An eiample of the forTn is shown 

at the bottoin of this page** The teacher should fill in the top part 

* 

of the form indicating when the student attends class (a.m. or p.m.)? 
the instructor's names and tKe pupil's student number , first paipe, i 
middle initial and last name. The teacher should then check the 
appropriata level fqr each of ^the employ^ee characteristics ^ . 
indicate the number of days the student was present in the class ^ 
and the number , of days (PrograBS Days) , the class was held. This . 
form should then be clipped to, or inserted in, the lEP folder . . ^ 



A. 



i\ rv\ n rri 



Sfudent Nq 



.Fiisf Name 



Imtuji Lj^r Name 



Employee Characteristics 



Riquifei 



Rf spon^ibiliry _ 

Ci) wnfKt^r Relationships " 

iniri^tiwe 

PutUMUtjIlfV 

plumt t> wifh Rules %l Regulations ^ 

' Crjn^cienflous Weirk Pertar manct' i*S=_ 

i S^ll CLintroi Under Stress ^ _ _ _ 
Acceptance fsf Supervi^.i<5rT 
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Class Progress Chart 

The second alcern^tive for reporting daca on student pTOgreBS 
in ISSOE programs is the use of the Class Progress Chart* This 
form, (see below) , should list all the major competencies of the 
particular ISSOE occupational program, and provides one form 
to report class achievement periodically during the year. (Reporting 
dates are set by th€ Vocal district,) 



The teacher may need to fill in all blanks on thr form for 
the first reporting period. After ^evaluation by the data collection 
office's the chart is ^returned to the^eacher for subsequent report in<g 
periods, will all the previous data Included. The teacher then ^ 
only updates the fornip 



CLASS PROGRESS CHART 
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Instructions for CQmpletlng the Class Progress Chart (ref^er to the eKam 
. ' *b ^ pie on page 12)* 

Fill ft name of school, 

fill in class identification — a,m, or p.m* 
Fill In tfeacher-s name* ^ ^ ^* , 

111 in date on which reporting period ends* % ^ 
List each student in class/ List in alphabetic order, last 
ttamej firs^ nainej and middle initial* 

Fill In the competencies required iia the program listing them 
in ascending order based upoiv^their ISSQE task number. 
Locate each competency competed each student. 
Place a proficiency rating in acco,rdmnce wlth^the system In 
your district, (see pages 4-5), in the square tha^: correal 
to the student's name and competency* ^^-^0^ * 

For districts desiring work^habit indicators displa^ft on 
the student's Record of Achievement, it will be necessarj 
to fill in an "Employee Characteristics" formi (see pa^ 9) , 
fur each student. Attendance and number of ^ program daW can 
be recorded csn this fornu / 
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DATA COLIECTW^ SCHtDVLE 

The data-qollection schedule is based on the Individual need# of the 
school. district and is determined the iftdlvidual district. Data should 
be collacted at regular Intervals^ to facllttate optimar planning by the 
eeacher. Data can be collected ^weekly, bimonthly ^ monthly , or at inter^ 
vals corresponding to the regular^ !^chool reporting periods. ^ 

Data Collection Office and Submiss^^^tions ^ 

Teadhers will he directed by the school district administration as 
to where %f data collection f^s are to be sent, ^ptions for data col- 

lection are^ < ' ^ 

- - ^ % ^ * 

1. Distri^s presently, using £n outsiae^gency or other dg4ncy . 

in-the^'di^ict tp prep|«e studeriW%f^rts may use ^he same , ^ 

.channels Jtd process t^Mee rep 

dirpct#d to .send the^fdata ,f Oifms to tft;processing agency. 

2- The ^^Icm^H^^tBB^ offXcB to CQllect tKe student 
^ repor^lp £ ot^^^ft^^ o^ic^ these Reports fof 

thean^festep. irf/the^ These reports can be processad 

' ee^nt 'Jfco an outsi^^.agencY for processing. 



.... 'v^j^:^.--^ 




tptions ^ 

tlon that wiii bfedL meeL il^ 
li^wing' wheii choosing an uptlun: 



saloh of data tu teLuru uf 



2. 




to J^d*'Jte%chlr; 

fcy-^proce^ing the d^|a m^t be BenBlLlve tu Llit u^eds 



rodM district. 



3. The tfgenfi^ must -^e able to ma in tain conf l^eati^i i ty or ^Lua^ut 
data* ^ 



' ■ ft, 
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The data on studitit prbgrers aould be procesaid the following' ways: 
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1. ' Local School District 

a. Manually 

b. By a mini-computer or word processor 
c* By ^^/large computer 

2. Local agency or local computer center 

3. Regional computer center 

4. Cornell Institute for Occupational Education 

a. * Manually ^ 

b. By a minl^computer or word processor 

c. By a large computer 
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PROCEDURES FOR 
MAKING f CORRECTIONS ^ 



. Corrections are to be made by using the data-reporting form which 

was Initially usad for regular data reporting in your district. This v 

\ 

is to be Identified as an amendec^-^ata report and sent in^ith the next 
data report. This avoids the complication of having a second form to 
contend with. Also, in-order to know precisely what Is to be corredted, 
the old data needs to^e Included but crossed out according to direction 

c 

To make corrections i 

Fill out the top of the form as usual* 

1- Correctio ns in school name, program and teacher , 

_ _ ft 
a. Draw a line through the incorrect portion* 

^ b. Make correction above it* 
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a, Drg^ line through Incorrect name. 

b. Print in correct name above Incorrect name. 

Majjr compe^tenc ' ^ acc 1 ^ ^jrecorded. 

a. lEPi 

1) I|^An_objectiv€-^as recorded as completed but was 
not, circle and draw a line thr^gh that objective. 

2) If objective Was met but not recorded^ circle the ubjcc 
tive^ fill i^ the date it was completed and proficiency 
level obtained.^ 

b. Class Progress Charts 

1) Lf an objective was recorded as ubtalnttd, but w^i^ 
not, circle the box under the appropriate but Incor- 
rectly recorded objective. The box should be blank. 
^ 2) If objective was not record^;but should have been, 
circle the box and fill In proiic4ency rating Lmder 
appropriate objective'. 
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4. Incorrect proficiency rating * 
a. lEPr 



Identify correct objective with incorrect proficiency 
rating, and circle objective and proficiency rating* 
Write in the new rating outside the circle near the 
old rating. 

b, Clasy Progress Chart* 



Circle the incorrect proficiency ratings draw line to 
right, edge of page, and identify the correct rating 
there* 

After cofrections have been madej send the form to the data^ 
0 

collection office or desi^ated agency* 
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IF PROBLEMS DEVELOP... 



To solve 'particular problems that may surfacei ' 

1. If your system is using' the 1-ocal cfption for data-collectlon 

I and processing, contact the people at your local data-collection 

«**r"^fflce for rd^ine questfons,- 

^ - • 

2; Foitother problems and concerns, contact the local administrator 

ri5.^Eisible for the data-collection process* 

3* Contact your Regional Coordinator or Area Facilitator. 

4* Personnel at the Cornell Jnatitute for Occupation. Eaucation 
are a^milable solving problems associated with implementing 

the iD^OZ system for reporting student progress. Please call 
the Institute (607-256=6515) for assistance. ^.-^^ 



^* This ISSQE User's Guide explained' one of the components of the system 
for managing student progress. That comj^neptj the eystei^ for reporting ^ 
student progress ^ contaihs many options related to data cullecclons 
^schedules , and processing of Information} Teachers stmuld use those . ' 
parts, of the reporting system, which are compatible with their philoay- 
phies, school needs/ and ofher ISSOE components. 
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